BASIC PRESERVATION TIPS
FOR LIBRARIES

Presented by:
Liz Moore, Senior Archivist
Nevada State Archives



NEVADA STATE ARCHIVES HOLDINGS

Executive Branch Genealogical Interest Legislative & Judicial

Constitutional Officers Inmate Files Bills and Committee Minutes

Children's Home Records

State Agencies Supreme Court Case Files pre-1930s

Military — World War I & II Service
Cards



Preservation—The protection of cultural property through activities that minimize chemical
and physical deterioration and damage and that prevent loss of informational content. The
primary goal of preservation is to prolong the existence of cultural property.

Conservation—The profession devoted to the preservation of cultural property for the
future. Conservation activities include examination, documentation, treatment, and
preventive care, supported by research and education.

From: The American Institute for Conservation of
Historic and Artistic Works (AIC) Definitions of
Conservation



http://www.conservation-us.org/docs/default-source/governance/definitions-of-conservation-terminology.pdf

LIBRARY ITEMS

» (Circulating collection, newspapers,
magazines

 Historical manuscripts, oral
histories, family journals/diaries,
etc.

* The library “archives” — history of
the library and/or library system

Long Room, Trinity College
Dublin, Ireland



WHERE TO
START?




Microfilm

REGULARLY OEEFCIR CULATING
ITEMS
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* Signage PATRON
« Staff Interactions EDUCATION

* Giveaway Items
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PROPER HANDLING

e Dust Jackets
* Labeling

» Security Devices




How to Remove

FROM SHELF

SHELVING & REMOVAL
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OTHER ACCESS OPTIONS




NON-CIRCULATING ITEMS
OF HISTORIC VALUE



Diaries & Journals
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The Tudors L

Christ Church Cathedral has been used for filming fior marry years, One of the
longest running TV programmes filmed in the cathaedral was ‘The Tudors”.

Orer 8 peciod of four years, ‘The Tudors” was fimed In locations sreund Ireland, including Christ
Church Cathedral, Dublin Castle, Kilruddy House and Ardmore Studics. Ther series was bosed
arcund the resgn of King Henry VIl and starred Jonathan Rhys Meyers as the King.

As well as Rhrys Mayers, many Irish actors had parts in *The Tudors” inckading Peter O’Toole,
Maria Doyle Kennedy, Nick Ourning. Padraic Delaney, Ssrah Bolger and Basco Hogen.

The cathedral provided a perfiect backdrop for weddings, coronations and baptisms. Meanwhile sl
=

the crypt wis used for burials, teveras and as the interior of the Tower of London. e g
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Environmental controls are
vital!
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STORAGE

Maps & Blueprints :
Fragile Books

Store flat or roll around an archival

tube and tie with cotton tape A simple four-flap enclosure

Oversized Volumes

Shelve spine down or horizontal




STORAGE

» Store photos 1n protective sleeves; polyester,
polyethylene, or polypropylene only

* Look for lignin-free and alkaline buffered
storage enclosures for records



PROTECTING AND STORING PHOTOS

. Problematic
Simple Sleeves Photo Albums




DOCUMENT
STORAGE




NOTICE

ACCESS - | NOFOOD OR
* No food, drinks, or pens _ = T?{?éN"\(RIEA

* Use book cradles
» Allow photos without flash

» Digitize fragile items




First Records of the Carson Valley (1851)_in the Archives -

One hundred fifty years ago, there were three small non-Indian settlements in what became Nevada. One
group of settlers arrived in Carson Valley on June 6, 1851 from the Salt Lake area of Utah Territory. Lead by
Col. John Reese the all-male party lost no time in erecting a trading post to serve travelers to California and
clearing land for vegetables and other crops. Soon the post, known as Mormon or Reese's Station, included

a blacksmith shop, saw mill, general store, hotel, and corral. For a detailed looks at the first records left

behind by Nevada's first European-Americans, click the icon below.

o

Click here to download The First Records of the Carson Valley

ACCESS TO FRAGILE ITEMS




‘@. HISTORY OF THE LIBRARY E=

Active Records Archival Records

* Practice proper records management * Long-term storage of paper records

 Use local government retention schedules to should be in proper boxes and folders

determine what to keep and for how long  Remove staples, paper clips, and

 Maintain meeting minutes online when rubber bands

possible to allow for easy public access « Create an index of storage locations for

easy retrieval



LRDA#

https://nsla.nv.gov/local-governments/retention-schedules

This record NRS 354624 Nox
series shouid not

confidenial or

st, date inio or rem
the collection, and method of final
disposal

Re

Until application is
processed

Nevada State -
e oo N

HOME DIGITAL LIBRARY ARCHIVES STATE RECORDS PUBLIC RECORDS IMAGING AND MAIL SERVICES CONTACTUS

COLLECTION PRESERVATION

Perit

ists of electt Unfil superseded This record None
ysical records identiying and series shouid not
describing books and ofher materials in
public library collec

Local Governments Records Retention Schedul.

Local Government Retention Schedules

Can't find what you are looking for? Purpose updates to Local Government retention schedules.

Local Government Complete Records Retention Schedule al Government Functiona ds Retention Schedules

Local Government Complete Records Retention Schedules

Public Libraries Page



https://nsla.nv.gov/local-governments/retention-schedules

ELECTRONIC
* RECORDS

Long-term storage of e-records involves:
Creatiqntor Main;[jenance Disposition 2 Regular checks for bit rot
recel 5 3 c
' ane ESE « Use of archival formats like .pdf or .tiff

» Migration to newest formats, when
necessary

 Maintenance of legacy systems

oo | A ionerssonad Ii= aiim « Storage space: on-site servers vs. cloud

Source: NARA




ELECTRONIC RECORDS

CLOUD
STORAGE
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2019 Nevada E-Records Forum

YA Record Runs Through It”

As Records Professionals, Records Run Through Us, Not Past Us!

https://mnevadaerecordsforum.com/

Planning and Implementing
E | eCtro n I C Reco rd S RESEARCH OUR RECORDS VETERANS' SERVICE RECORDS
Managemen
P e el Federal Records Management
electronic records -

management Home > Federal Records Initiative (ERM)

Electronic Records Management Initiative (ERM)

*E-GOV

https://www.alastore.ala.org/content/plan https://www.archives.gov/records-

ning-and-implementing-electronic- mgmt/initiatives/erm-overview
records-management-practical-guide



https://nevadaerecordsforum.com/
https://www.archives.gov/records-mgmt/initiatives/erm-overview
https://www.alastore.ala.org/content/planning-and-implementing-electronic-records-management-practical-guide




DISPLAYING HISTORIC ITEMS




DISPLAY
SUPPLIES

Archival Polypropylene

PHOTO
CORNERS

Safe, easyto use.
e Coins pour photos en polypropylene pour archives  Won't harm your photos.
» Esquineros para fotos de polipropileno

apto para archivo
Main Use:

Mounting
Photos and Art

Size: 0.625 in
(1,5875 cm)

Qty: 500 Corners :
Actual Size

== Grandeur nature
l I N - ‘ o Tamaiio real
== ®




QUESTIONS?



Hollinger/Metal Edge
Gaylord

Demco

Blick Art Materials
Uline

Brodart

RESOURCES

Nevada State Library, Archives and Public
Records

Northeast Document Conservation Center

American Library Association

Library of Congress



* Basic Disaster Preparedness Planning

* Preserving Family History

 Get to Know The Nevada State Archives
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